Module 2:
"Where Am | Now?"

Spouse Career/Life Course Instructor Guide



THE SPOUSE EMPLOYMENT ASS STANCE
PROGRAM

SPOUSE CAREER/LIFE COURSE -
MODULE 2

TRAINING OUTCOME

Participants will assesstheir competencies, interests, values, preferences, and
occupationa attitudes, as well astheir educationd leved, family sructure, and
financid gaus All thisinformation will increase their own sdf awareness, help
them evauate their current status, and provide arationa bass for making
future life choices.

ESTIMATED TIME

2 hours

AGENDA
Introduction

Ex: Life Vaues Assessment

Ex: Work Preferences Assessment
Ex: Persondity Assessment (optiona)
Ex: Skills Assessment

Review of the Group's “Matches’
Ex: Possble Occupations

Summary

Evdudion

PARTICIPANT MATERIALS
Participant Guide
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TRAINING AIDS
Overheads 1 through 6

Pre-prepared chart (See Preparation Notes to the Instructor)

EQUIPMENT AND SUPPLIES
Overhead projector

Easdl, Chart paper, Tape, and Markers

PREPARATION NOTESTO THE INSTRUCTOR

1. Set up room by arranging the furniture in an appropriate manner.

2. Hang the Career Plan chart from Module 1 in the room. Prepare to discuss
Career Plan and thelink to this Module.

3. Prepare achart outlining The Match (see Ingructor Aid 2).
4. Prepare achart listing the agenda.

5. Itissgtrongly recommended that participants complete one of these, SDS Sdif-
Directed Search, the Strong Interest Inventory, the Myers Briggs Type Indicator
(MBT!]I) or the Kiersey Bates (www.kiersey.com) persondity assessment prior to
class. "Please Understand Me" and "Do What You Are' areincluded for your
reference.

Please note that the time dlotment for this Module does not include the time to
discuss how the personality assessment linksto ajob search. An additiona 30
minutes, minimum, would be needed.

6. After the section on Review Group Matches, use O*NET to discuss with
participants possible occupations that are available to them based on their skills,
vaues, interests, and persondity. Thiswill be a volunteer-based discussion, so
prepare in advance an occupation to examine in case no one voluntears.

It isimportant during this portion that you help the participants to understand the
importance of finding ajob that matches what they discovered about themsalves
(skills, interests, vaues, and persondity).

7. Display Overhead 1 before the start of class.
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MODULE 2: “WHERE AM | NOW?

INTRODUCTION (10 MINUTES)
Welcome participants to the training:

Introduce yoursdlf and welcome participants to their local Family Service
Center and to the Spouse Career/Life Course.

Set up boundaries for confidentiaity sake.
Provide a brief summary of your background and experience.

If applicable, introduce other persons (non-participants) or guest speakers
and describe their role.

State that some modules will be presented by guest speskers on specific
specialist aress.

Notify the participants that the role of the instructor(s) isto take
participants through the course and provide them with support whenever
they need it. If participants wish, they can gpproach you individualy
during bresks, after class hours by appointment, etc.

Review logigtics (e.g., bresks, bathrooms, and drink machines); Review
Module agenda.

Tailor the module for your audience.

Page 14 - Participant Guide

Briefly state the contents of the Module; Review agenda

* InthisModule, you will undertake a battery of sdf-inventoriesto
increase your self-awareness and identify your most suitable job
choices. Thisinformation aong with an evauation of your current
persond status, will help answer the question, “Where am | now?’

State Objectives:
At the end of thisModule, you'll be able to:

|dentify which jobs may be most suitable for you.

Spouse Career/Life Course Instructor Guide
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Identify your key skills, life values, and work preferences.

Compile your persord profile to provide arationa basisfor assessing
future decisons.

Career Plan link to Module:

Page 15 - Participant Guide
& Instructor Aid 1

Instructor Note: Refer to Career Plan wall chart.

In any good business plan you will need to assess what you have to offer
and what you want to offer, aswell as ensure that your businessis
competible with your values and preferences.

This section will help you identify your life preferences, kills, interests, and values so
that Career Plan will be asuccessful venture.

Introduce sdf inventories and purpose of completing them:

\% - Inour working liveswe al face decisons on career paths. Too often we
make important life decisons in areactive mode rather than from a
3 position of choice, i.e., | know what I’'m doing.

Purpose isto systematically identify your current Situation, i.e., assess your
knowledge, skills, abilities, interests, vaues, work preferences, and
personal circumstances.

Useinformation to make informed decisons and alow you to achieve your
plan and be in a pogtion of choicein your life.

I ntr oduce the Match framework:

Page 26 - Participant Guide
Instructor Aid 2

1
fv - Tdl paticipants that the “Match” will be used to sort out factors that need
== to be considered to achieve your plan, and serves as a starting point to
/ | \ asess your current situation.

Thisframework alows you to identify and prioritize in terms of the
importance of these factors. It focuses on your persondity type, life
vaues, skills, and work preferences. Through incressing your sdif-
awareness, the Match framework can alow you to direct and guide your
career and life planning, and evauate life choices as they come dong.
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After each inventory, you will complete the relevant section of the
framework. We will aso discuss the results so you have afull
understanding of what it dl means.

EXERCISE 1: LIFE VALUESASSESSMENT (15MINUTES)

I ntr oduce the va ues assessment:

Thisinventory will assessyour life vaues

Pages 16 through 18 - Participant Guide
Instructor Aid 3

Conduct exercise:

1. Explain the vduesinventory and what they need to do.
2. Inform thet they have 5 minutes to complete the inventory.

3. Ingdruct them tofill in the rdevant section of their “Match” when they have
finished the inventory.

4. Go around the room answering any questions and ensuring thet everyone
understands what they need to do.

Facilitate discusson:

Ask participants “Wasit easy to identify your values?’ “Was there much
difficulty in narrowing your ligt to the top four?’

Instructor Note: Answer any questions raised by participants.
Allow 5 minutes for discussion.

State that the more focused you can be when identifying what isimportant to
you, the better you will get to know yoursdif.

Remind participants of the follow up option.

EXERCISE 22 WORK PREFERENCESASSESSMENT
(15 MINUTES)

Spouse Career/Life Course Instructor Guide
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I ntroduce the work preferences assessment:

This inventory will assess your work preferences.

Pages 19 through 21 - Participant Guide
Instructor Aid 4

Conduct exercise:

1. Explainthework preference inventory and what they need to do.
2. Inform that they have 10 minutes to complete the inventory.

3. Indruct themto fill in the relevant section of their “Match” when they have
finished the inventory.

4. Go around the room answering any questions and ensuring that everyone
understands what they need to do.

Facilitate discusson:

Ask paticipants “Did any particular question stand out for you?” “Which
ones?’ “Areyou beginning to identify your work preferences?’

Instructor Note: Answer any questions raised by participants.
Allow 5 minutes for discussion.

State that it'simportant to be honest with yoursalf when identifying how you
prefer to work so that you can search for a position that best meets your
needs.

EXERCISE 3: PERSONALITY ASSESSMENT

Instructor Note: This section is optional! If you choose to
conduct a personality assessment, "Please
Understand Me" and ""Do What You Are" are
included for your references. An additional
30 minutes, minimum, is needed if
assessment is completed prior to the class.

I ntroduce the personality assessment:

Thisinventory will assess who you are and how you operate.

Instructor Note: Distribute handouts as needed.
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Conduct exercise:

1. Explain the persondity inventory and what they need
to do.

2. Inform the time they have to complete the inventory.

Instructor Note: Distribute handouts of personality types as
appropriate to each participant.

Discuss exercise:

Ask paticipantsin alarge group: “What new thing did you discover about
yoursdlf?’

Instructor Note: Answer any questions raised by participants.

Instruct participants to salect persondity traitsto fill in the relevant section of
their “Match.”

State that by identifying who they are, they may begin to see connections
between their values and work preferences.

EXERCISE 4;: SKILL ASSESSMENT (15 MINUTES)

I ntroduce the skill assessment:
Thisinventory will assessyour skills and abilities.

Pages 22 through 25 - Participant Guide
Instructor Aid 5

Conduct exercise;

1. Explainthe kill inventory and what they need to do.
2. Inform that they have 10 minutes to complete the inventory.

3. Indruct them tofill in the relevant section of their “Match” when they have
finished the inventory.

4. Go around the room answering any questions and ensuring that everyone
understands what they need to do.

Spouse Career/Life Course Instructor Guide
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Facilitate discusson:

Ask paticipants. “Did you find you are good at severd skills?” “How hard
was it to narrow your list to the ones you absolutely love?

Instructor Note: Answer any questions raised by participants.
Allow 5 minutes for discussion.

State that it can be motivating to recognize the many skills you have and enjoy
doing. ldentifying these skillswill help you identify whet type of work will be
good for you.

Remind participants of the follow-up option.

Spouse Career/Life Course Instructor Guide
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REVIEW GROUP MATCHES (10MmINUTES)

Facilitate discusson:

Ask paticipants “What did you learn from completing these sdlf-inventories
and your Matches?” “Were you surprised by the results?’

Answer any questions that spouses may have about the results. I
appropriate, encourage participants to make an gppointment to meet with their
SEAP Manager or SEAP Counsdlor to further discuss their individud results.

I nform participants that they will be congtantly referring to their “Matches’
throughout the course. 1t will be used astheir own persona road map, eg.,
for preparing for interviews etc. Make the point that companies have their
own equivaent of the Match framework and they are cdled their misson
Satements.

EXERCISE 5: POSSIBLE OCCUPATIONS (45 MINUTES)

I ntroduce exercise:

Y ou have just assessed your life values, personality, work preferences,
and ills

Using this information you can identify the occupations that fit your
circumstances.

Conduct exercise:

1. Break paticipantsinto smal groups of about three people each.

2. Each group will brainstorm and list three occupations per group member
that are suitable to them.

3. Inform participants they can use their Match and Career Plan (from
Module 1) to help them identify possible occupations for themsdlves.

4. Inform that they have 10 minutesto complete the exercise.
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Facilitate discusson:

Instructor Note: For this discussion, you will use O*NET or
FSC resources to examine what a person
would need to enter into a possible
occupation. Ask for one volunteer at a time
since you have 25 minutes for this
discussion.

Ask for avolunteer to have one of their possible occupations examined againgt
the contents of their Match.

Instructor Note: If you have multiple copies of O*NET or FSC
resources you can distribute one book per
group and have each group perform the
activity below.

L ocate the occupation in O*NET and examine the description againgt the
volunteer’s Match. Look at the fit between the occupation and the
participants Match components:

Interests

Current skills

Skill needs for the occupation
Training needs for the occupation
Vdues

Persondity

Work Preferences

Remind that it isimportant to match the position or occupation with your
circumstances.

Provide an example: 'Y ou cannot work weekends due to other commitments.
Y ou apply for aposition at the commissary that includes working on the
weekend. Y ou accept the position then inform your new boss that you cannot
work on weekends.

This position does not match or is not consistent with your circumstances.
Review carefully the occupations you are interested in and be sure they match
your assessed vaues, work preferences, personality and skills.

Spouse Career/Life Course Instructor Guide
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]- SUMMARY AND TRANSITION (5MINUTES)

\= -
= In this Module, you:

6 Completed sdlf-inventories that provided information on your persondity

type, preferred occupations, life values, key skills, and work preferences.

Compiled your own “Match,” as abassto proactively make decisons and
evauate life choices.

We will use your Career Plan and Match to identify gaps between your
plan and your current Stuation, and to start forming your Individua Career
and Life Plan.

Ask participants to complete the evauation in the Participant Guide.

Spouse Career/Life Course Instructor Guide
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Career Plan

VALUES
(GUIDING PRINCIPLES)

M

SKILLS LIFE
PREFERENCES

MARKETING
PLAN

In any good business plan you will need to assess what you have to offer and what you want to
offer, aswell as ensure that your businessis compatible with your vaues and preferences. This
section will help you identify your life preferences, kills, interests, and vaues so that Career Plan

will be asuccessful venture.
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The Match

Per sonality

Work Preferences

Values

a Cook Consultants, 1995
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Life Values Exercise

| nstructions;

Carefully read each vaue on the following two pages.
Write down any vaues that are missing from thelist.
Check off those values that are most important to you in your life right now.

Write down four and prioritize these vaues in your “Match.”

Follow Up:

Y ou may warnt to revist this exercise after the sesson to consider how you would define each of
your top vaues, i.e., how you would know if this value was being satisfied in your life. What you
see, what you hear, what you fedl, or what is hgppening when thisvaue is being satisfied.

Example:
Honesty and I ntegrity

What you seeiswhat you get! | am vaued and rewarded and accepted for being
mysdlf. My standards for mysdlf are shared by those with whom | live, work, and

play.

a Cook Consultants, 1995

Spouse Career/Life Course Instructor Aid 3
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Life Values

1 Help Society: Contribute to the betterment of theworld | livein.

2. Help Others: Help other people directly, either individudly or in smadl groups.

3. Public Contact: Have alot of day to day contact with people.

4 Work with Others: Have a close working relationship with a group; work asa
team toward common goals.

5. Affiliation: Be recognized as a member of an organization or club thet is
important to me,

6. Friendship: Develop close persond relationship with people | work or go to
schoal with.

7. Competition: Test my abilities againg others. There are clear outcomes.

8. M ak e Decisions. Have the power to make rules and to determine where to go
next.

0. Liveunder Pressure: Participate in Stuations where deadlines and high qudity
work are required of me.

10. Power and Authority: Be responsible for programs, activities, and people.

11. I nfluence People: Bein a position to change other peopl€e s attitudesand  opinions.

12. Work Alone: Do things by mysdf, without much contact with people.

13. Knowledge: Seek knowledge, truth, and understanding.

14. Intellectual Status: Be regarded by others as a person of intellectud achievement or

as an expert.
15. Artigtic Creativity: Do creative work in any of severd art forms.
16. Creativity (General): Createfinvent new idess, programs, organizational  structures
or anything ese that has not been devel oped by others.

17. Aesthetics: Have ajob or be involved with projects that value a sengitivity to
beaty.

18. Achievement: Seeing the results of my efforts.

19. Balance: Having energy and time to enjoy dl aspects of your life: Job/Schooal,

Community, Family/Home/Friends, Persond.
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20. Change and Variety: Livealifethat involvesalot of change or that isdoneina  lot
of different settings.

21, Precison Work: Do activities'work that dlowsittle tolerance for error.

22. Stability/Routing: Livealifethat is predictable and not likely to change over a
long period of time.

23. Fast Pace: Work/play quickly; keep up with afast pace.

24, Recognition: Be recognized for the quadity of my work in some visble or public
way.

25. Excitement: Do work thet is very exciting or that often is exciting.

26. Adventure: Beinvolved in activitieswork that require(s) meto teke risk..

27. Profit/Gain: Expect to earn alarge amount of money or materia possessons.

28. I ndependence: Decide for mysdf what | will do and how | will go about it; not
have to do what otherstell meto do.

29. Moral Fulfillment: Fed that what | do is contributing to mord sandardsthat |  fed

are very important (e.g. honesty/integrity).

30. L ocation: Find aplaceto live that maiches my lifestyle and dlows meto do
things| enjoy the most.

3L Physical Challenge: Do work/play that is physcaly chalenging and rewarding.

32. Time Freedom: Handle my life according to my own time schedule; no specific
scheduleis required.

33. Supervison: Have ajob where | guide other people in their work..

34. Security: Be assured of kegping my job and areasonable financia reward.

35. Community: Livein atown or city where| can get involved in community affairs.
Others’

" This list was derived from an exercise developed by Howard E. Figler, Director of Counseling at Dickinson College, Carlisle, PA.
It appears on pp. 77-79 of PATH: A CAREER WORKBOOK FOR LIBERAL ART STUDENTS (Cranston, R.1., The Carroll
Press, 1975.)
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Work Preferences

I nstructions;

Y our work preferencesinclude:

Where you want to work
How much you want to work with others
How you respond to different work Stuations

Complete the following questions by circling the answer that you prefer. If you want to clarify
or explain your answer, write in your remarks to the right of the answer you chose. There are no
right answers

Write down any other work preferences that come to mind.

Write down the top four work preferencesin your “Match.”

Do you want ajob that requires:

) A lot of travel
) some travel
) no travel

Doyou likeajob that requires:

) alot of contact with people

) very little contact with people

Do you get more energy from working:

) in groups
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) done

Do you work best:

) under pressure
imposed by others or system
imposed by sdif

) with no time pressure

Which situation appealsto you more?

) the structured and scheduled

) the unstructured and unscheduled

Do you prefer to have:

) work duties that change alot or in which thereisagreat ded of variety

) work duties thet are fairly routine

Do you prefer to:

) work behind a desk

) have alot of activities that get you up and out — around or outside the work place

Towhat degreeareyou arisk taker?
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) agreat ded

) alitle

) not a all

Do you prefer towork:

) independently

) as part of ateam

. Doyou prefer to:

) start-up anew project or task

) maintain a project or task

. Doyou prefer ajob that requiresyou to be:

) organized, god-oriented, timely, task-oriented

) spontaneous, flexible, open to new options, process-oriented

. Doyou prefer to:

) work regular hours

) set your own schedule

. Doyou prefer towork:

) an eight-hour day

Spouse Career/Life Course  Instructor Aid 4 (continued)
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) whatever it takesto get the job done

4. Areyou willing towork overtime?

) yes
) prefer not to
) no

5. How do you fed about being a supervisor?

) enjoy supervisng others

) do not want to supervise others

6. Do you prefer working in an atmosphere where:

) everyoneis sociable and friendly

) everyone is task-oriented and fairly impersona

7. 1f ajob promotion required relocating, would you:

) take the promotion and relocate

) not be willing to relocate

Spouse Career/Life Course
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8. If ajob required moretraining/education, would you:

) be really motivated to take a course or return to school
) be willing to take a course or return to school
) prefer not to take a course or return to school

9. Inyour job would you be best described as:

) YEAST — Your job just kegps growing and growing to keep up with dl your
ideas and to keep you motivated.

) A MICROCHIP— You stick fairly closeto your job description, and the work
that is assigned to you.

0. For you, thebest reward for doingajob is:
) the work itself
) excdlent pay and benefits
) just aplain thank you

) recognition from management, peers and customers

ther:
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Skills Assessment Activity

I nstructions;

Read the sKkills on the three sheets provided.

Put a check (v') next the each skill that you are good at doing (your own judgment, people seek
you out for this skill, you have experience a school, home or outside activities). 1f you have
any questions about the meaning of aword, just ask.

|s there one shest that has alot more checks than the others?
Thefird sheet ligts Socid skills; the second sheet ligs Investigetive sKills; the third sheet lists
Redidtic kills (Physica/Mechanicd) and Artitic Kills.

Go through the list again looking only a the words that you' ve checked...and circle the check if
you LOVE to do thisskill (it isfun; itisadmogt like not working & al; whenever you do it, time
passes very quickly).

Write down the top four skillsthat you redlly enjoy doing and prioritize these in your “Match.”

Follow Up:

Y ou may want to revidt this exercise after the sesson by going through the list again and marking
with an agterisk (*) those skills that you' d like to learn. Can you think of waysto get knowledge,
skill and experience in the ones that you starred? (School, volunteering, work, activities, home).
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HELPING/HUMAN RELATION SKILLS LEADERSHIP SKILLS MANAGEMENT SKILLS

_____ caingfor others _____inititing/establishing _____ managing responsibility
_ being sengtive _ df-directing ____ Oeegating respongbility
_____empahizing _____ managingtime _____organizing/coordinating others
____ligening and understanding ___ pesding ____ planning and forecasting
____oounsding and guiding _____confronting problem situations ___ dedgning and developing
_____ communicaing warmth ____ planning and promoting change programs
_____ collaborating with others _____ ativeproblem solving ____ egtablishing procedures and/or
_____ paticipating in teamwork __ tekingrisk organizing structures
____ advocating/negotiating for ____ making hard decisons ___ directing and supervising others
others _____evoking loydty ____ reviewing and evauating
____ leading others _____motivating groups ____ hiring and team building
_____ motivating/coaching others ____ingpiring trust _____ implemerting policies
____ shaing _____ chairing meetings—persuading _____ devdoping potentid in people
__ hogting/hostessing ____influencing others ____ determining/interpreting gods
_____ creating pleasant environments _ Hling
___ negotiaing/bargaining COMMUNICATIONS/
____ Oebating PUBLIC RELATION SKILLS
INSTRUCTIONAL/EDUCATIONAL ____ promoting ideas and products ____ communicating
SKILLS __ reconciling conflicts ___ writing reports/lettersmemos
___ briefing and explaining ____ mediaing ____ conversing
____ teaching and tutoring ____ Synergizing _ spesking
____ alvisnglinforming ___ attracting skilled, competent, __ editing
____training crestive people ___reading
___leading and facilitating _____indlinctively understands _ trandaing/explaining
____ credting learning environments political redities ____ Gefining
___ enabling othersto help ____works sel_f-_dl rectedly without __ summarizing
tI Ves wpgrylsonh __writing: imaginative/
i i i —____ recognizing when more promotional
- Tﬁ%”iﬁfﬂl?ﬁ s Information IS needed ___ public spesking
examples __ adept at calling in other experts ___usng humor_ .
when needed ____ meaking media presentations
___ tdling Sories
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performing in public
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NUMERICAL/ORGANIZATIONAL SKILLS OBSERVATIONAL/ANALYTICAL SKILLS

____ preparing financia/bookkeeping reports ___sendngffeding/ligening/being aware
______managing budgets or money ___ obsarving/reflecting (people/datalthings)
__ dlocating resources ____ perceiving potentid in others
____counting/computing/ca culating numbers ____learning quickly
____ financid planning; save money for the future __ keeping track of details
___ solving detigtica problems ____ reasoning and abstracting
_____word processing/database/graphics _____usnglogic
_____ cogtandysis _ asses§ng
_____ mesting deadlines _____ appraisng
_____ accepting respongbility ___ percaiving and defining cause and effect rdationships
____ follow through _____interpreting
____organizing records; dassfying/filing/processng
_____ Qetting things done; meeting gods, PROBLEM-SOLVING SKILLS
producing results _____ gathering information
____ making arrangements/contacts paying attention to details _____ daifying problems
_____ implementing decisons _____ anticipating problem
_____ coordinating ____organizing and classfying
__ systematizing ___ andyzing/dissecting/bresking into parts
__ planning on the basis of lessons from the past ____ diagnogng/finding the root of the problem
____ prioritizing _____ problem solving
____ completing/ddlivering what you promise _____ troubleshooting
_____improving performance ____ tedingideas
____making good use of feedback _____ critiquing
__ evduaing
RESEARCHING ~ reviewing
____ invedigding ___identifying ____ collaing
_ deecting ___ finding __ dassfying
___ surveying ____ gathering __ assembling
_____inventorying ____ collecting ____ proving/disproving
____ interviewing ___compiling ____reporting
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PHYSICAL/MECHANICAL SKILLS

_____ physicd coordination

____ plant care

___ faming

____animd care

___ traveing

___ navigding

_____ physcd slamina

____outdoor work

____camping

____ ahletics

_____manud labor

___ tending machines

____ deaning

_____ cooking

_ crdfts

____ dancing

____ technicd ills

_____ mechanica reasoning

____ spatial perception

__ desgning/shaping/composing

_____ Operating equipment or machines

_____ugngtools

_____ repairing

__ assembling

____ingdling

___ building/congtruction work

____lifting/lbdlancing/moving

_____ precisonwork

___producing =~
__ wesaving, knitting, painting
___ sketching/drawing

CREATIVE/IMAGINATIVE/INNOVATIVE SKILLS

_____imagining

___intuiting

_____improvidng

_____inventing

_____innovating

_____ credting idess

__ eXperimenting

____ deveoping

___ formulating

__ gyyntheszing

____ integrating

_____ predicting/showing foresight

__ adapting

_____improving

__ possessing indght

___dedgning new programsgmaterids

____ gaging/directing productions

__ possessing senditivity to beauty

____ being expressive verbdly/non-verbdly

____ being credtive(music, art, photography,
sculpture, etc.)

___visudizing colors, shapes and concepts

___ symbolizing words/images/concepts

____writing poetry, plays, stories

_____ peforming, acting

Spouse Career/Life Course

Instructor Aid 5 (continued)

41



